
1. Select Account Management

2. Under General Inputs, select Cash Receipts



3. Set the view with WIP and the filter to
WIP - Current Fiscal Year Only.

4. Select add to enter a new batch.



5. Verify the Fiscal Year

6. The Batch Number pre-populates, so you'll never
make a change in the Batch Number box.

7. Input a description for your batch.

8. Click Save to create the batch.



9. Select add to enter a new line.



10. Enter the account number and a description for
the deposit item. Addt'l Description, Name,
Reference, Project Grant should all be left blank.
The date will pre-populate.

11. The bank information pre-populates, but you'll
need to select Check, Cash, or Money Order.
Enter the check number if possible, but checks can
also be entered as a lump sum if a separate check
listing is kept with the batch back-up.

12. Cash Receipts will always be a credit in the
amount.

13. To enter a new line, select Clone & Increment.
All of the information from Line 1 will pre-populate
into Line 2, so be sure to verify account,
description, payment type, and amount for each
line.

14. Once all lines have been entered, select Save.



15. Click Report to run a copy of the batch.

16. If you need to add another line, select
the Add button.

If you need to change a line, select the line
item and then the Edit button.

If you need to delete a line, select the line
item and then the Delete button.



17. Click View Report to view the PDF batch
and print a copy for your records.



18. Once you've completed your batch,
select the Status Change button to move
the batch from WIP status to Batch Status.

If you need to make additional changes
after the batch has been moved into Batch
Status, contact Amber at the Business
Office.

Changes can only be made if the batch has
not been posted yet.


